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STATE OF MICHIGAN
JENNIFER M. GRAHNHOLM DEPARTMENT OF HlSTORY, ARTS AND LIBRARIES DR. WILLIAM M. ANDERSON

GOVERNOR DIRECTOR
LANSING

September 7. 2005

Good records management is good government. Government records are essential for protecting our rights
as citizens and for holding our government accountable. They are also the bedrock of our social and
economic systems. However, more resources are needed at the state and local level to ensure that these
valuable records are properly managed and preserved. Records managemenr can improve government
operations so they are efficient, effective and economical. The end result is improved public service and a
protection of the citizens right to know.

The Michigan Local Government Records Management Task Force was formed to assess current local
government records management practices in Michigan. The work of the Michigan Local Government
Records Management Task Force was funded in part by a grant from the National Historical Publications
and Records Commission (NHPRC) and was sponsored by the Michigan State Historical Records Advisory
Board (MSHRAB).

This report challenges Michigan to rake responsibility for ensuring thar local government records are

24 g p ) g g
properly managed and preserved. While this challenge is great, I think it worthwhile. Michigan cannot
afford to neglect its government records.

As Hurricane Katrina has demonstrated, disasters can strike at any rime. “After the necessities are restored
and people are housed and are provided with clean water and basic supplies, then people are going to try to
re-establish their lives, and it's going to be very difficult to do without public records,” said Susan Cooper,
a spokeswoman for the National Archives and Records Administration in Washington, D.C. The
recommendations made in this report will help ensure that vulnerable records that are created and
maintained ar the local level are protected.

Please join me in supporting this effort.

Sincerely,

it

Dr. William M. Anderson, Director
Michigan Department of History, Arts and Libraries

702 WEST KALAMAZOO STREET « P.O. BOX 30738 « LANSING. MICHIGAN 489808-8238
www.michigan.gov/hal » (517) 241-2236
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This white paper defines the scope of the
problems and suggests solutions. One solution is
to develop comprehensive Retention and Disposal
Schedules for all local government functions.
Another solution is to deliver strong and
continuing education programs. If both of these
solutions are implemented, the volume of records
that will be retained by local governments should

be reduced. However, state and local governments

will still need to invest more resources in storing
and preserving the records that are essential for
supporting their administrative, legal, fiscal and
historical work.

The State of Michigan Records Management
Services surveved other states about their local
government records management programs, and
32 states responded. identifying three ways o
fund such initarives:

¢ Direct Appropriation: The Michigan
Legistature could appropriate funds for
providing a variety of services wo local
governments, including schedule development,
education and grants to improve storage and

preservation.

* Filing Fees: Local governments could collect
a filing fee. A portion of the money collected
would remain with the local government o
fund records management activites. The
remainder of the money would be deposited
into a fund administered by History, Arts and
Libraries. This money would be used to
provide services for local governments, and
to provide grants to local governments
for one-time improvements to their records
programs.

* Service Fees: Local governments could be
charged for the services that they receive from
Records Management Services and the State
Archives of Michigan.

Every day, Michigan’s citizens need and use
the records created and managed by Michigan’s 83
counties, 1,242 rownships, 274 cities, 259 villages,
and 553 school districts.  Effectively meeting these
needs will require a strong partership berween
state and local government. Tt will also require
new funding that is allocated directly v state and
local governments for records management and
preservaton. It is time for Michigan to carefully
consider the options for caring for its local
government records. [f we do not, we are in
danger of losing the records that are essendal to
our democracy, our history and our economy.




SINAIDG WSLIBEURRY SPIOOAY ISIATUMY SPI0IY| JUIMHINAON) 1oy ud1eD)
saoiaaag wswaBeuepy; sproosy sieadg BuiBew spduweg asug

weBIdILY JO SAADIY 28I HGOOT "OF AUn{ [NUN) IS 2181 ‘uosuyo[ preQ
UBBIURI JO SPATUDIY J1R1G (SHOT |1 A[B{ 20Uls) 1sTadry eig DA ey
993!:\)9§ JUQ)U\IQ:}UUFI,\I SP.IODQ}{ O] ‘]JUL{JB«)D Q!qqﬁ(']

HOI20(] ‘}{lf’[:) S PJPUES‘

§adIAIRG lU.?UJJgEUE}‘\’ SPJO?QH ‘lS![P!DQdS SPHOXY J!UUJ]:‘:’[H ‘.')SY,’:) 300(]

$221A12G WDWIFEURYY SPIOOY “ISATRUY SPIodTY ‘Wmpreq pof

3139!0,ld S‘?L]) mn P@!an-ﬂ(‘()) qumam }\.’2)5 JQJUQ:) rBZ)‘UOlg!H U?ﬁlq'\[y\' E‘U!A\OHO; )l{’

wawuedacy 20104 digsusno] wmosusorg ydnegiey 1auef

oty Bpnsutudg 1add enueny iseaiun) ueSigans WIBYHON, SUAQOY D) snosey
AIRIQYT SN0 10113(] "TQLUDIOJ Plav(]

plruyInos jo Lu7y sapdesy euri()

uond|oTy Lnmony saddory pue saaryary Dsiaam padojounpay, vedigny Aragpion iy
4517y digsuso | 1miey”) PLjUIR] ] MOLIO Ursng

o) 3 guaeys unoD) ueSapy o pjrg

oy Butsuey jo N1y HULY AG4R(]

gonrpossy sdiysumo] uRBRIpY

anfea| edonngy vy

S[EII() sSauistg 0O VLRI [PIIRRY PIat(]

HIP[D) SIITH Apady Jo SBP[iA [Pyt U

oy digsume] QS emoy g

o) rdigsuma [ qUOSIY DIND SYPON (] [PEYIN

HITY BRI A YOUBLY YUION ApauuRy Anog

spaa(] jo fa1stday unory weysu| ‘vosuyn| ey

spaa( | jo amaSay pur ypaal’y Sunon) sy SyTIURjoH] ey

a2y sprdey purny jo A1) sreBapy wiag

wowedag] 24og digsumoy ueiprapy sdunuumy) Apur)

roneRessy WatwRruepy spIesay Usw0ju mEr| pue waunsedag] 230 1aon( o Q1) saiuadie) vpury
SUOHDROTY AIOWIE] Puoiday PUE SPATYIY WISIIAIEY BESHIpY LIRS\ TOSEE) U0Irgs
AIRIQEY [EOLIOISI] | UR[TY ANSIAAILLT) HEBIYOIY [RIUST) SH10¢] U]

H4A[7y AOI]JO A7) WAooy IR HILOY

Z'RP“‘JU} SIIAUAIEDS 4
JﬁJOPUQ Pl]ff 1rodas S!q) o IUQUIL‘(){J\T}P Q[!‘] ut p?})(’d!"}),lﬂd ()q&'\ CJ.?(][UQ(U QDJQ’ ‘1\?"

Q00T 71 Aesnue( uo it pardope Seio
preog Liospapy sproany [Ealoisip] ueBnpUY A 1 Gp7 1 J2quaidsg 8o 1odal s pasiopuR A0 200§ st A ]

dmuoy Heuswndop
SEAIAUIY JO 250 puE uoneatosaid oy1 sowosd S1esd N PN TUONENSIUIUPY SPIOONY| PUE SAMUDIY [FLONEN 2Y3 JO SIWIIHY

ﬂuqmumms DL{] ‘UD!S‘S!LU\UO"D SPJ(,).'?Q}{ PUE SUi)!lFﬁ!lqﬂd [UJ!J()I\‘{}{ [L‘UO!U)N Qt{l LUOJJ HIrIg © Aq PQPLH\} wwa saded .I)Ul(/‘f\ ST

REEEEESE SWaUIABRAIMOUNIY



Michigan's Local
Government Records Are
in Dangenr!

Public records created and maintained by
local governments document all aspects of human
lite. They are essential for protecting our rights as
citizens, and they are the bedrock of our social
and economic systems.

Examples of these irreplaceable records
include:
*  Ofhecial real property records (deeds. plats)

* Criminal records (including unselved case files
and evidence used to prosecute criminals)

¢ Vil records (birth, death, marriage, divorce)
» Naturalization records
+ Election records
+ Court case files
* Zoning and planning records
If Michigan does not take care of its local

government records, they will not be available
when people need them.

Many local government records are at risk.

Fo

=

example, one local official reporred:
p P

Some older records are probably lost
until seven vears ago there was no central
office and officers kept records in their
own homes. Those thar are in existence
were mainly stored in the actic of the old
town hall, which was demolished last fall.
Records were moved into the basement of
the current office building—which flood-
ed last summer {(after records were moved
in), and many were lost to flood waters.

In a survey that was conducted in July 2004
(see appendix), 56 percent of local government
officials responded thar storage space was the
most critical record retention problem they faced.
Local government officials were asked where they
store their records. They responded by naming a
variety of facilities (both good and bad),
including: attics, basements, jail cells, sheds,

firchouses, historic village buildings, bathrooms,
closets, pole barns, vaults, safes, off-site contractor
facilities, garages, boiler rooms, old school houses.
warchouses, cemetery chapels, beach front
pumphouses, parking ramps and underground
storage facilities. Good storage facilites require
appropriare environmental and security controls
to ensure the proper protection of the records.

Michigan government officials make difficulr
choices when they establish their spending
priorides. In this fiscal environment, many are
not able to spend scarce resources on the
management and preservation of public records.
However, there are serious consequences for
government agencies and the public when
government records are lost or destroyed.

Records Make a Difference:

* A city with a centralized records management -
program was able o avoid the expense of
- millions of dollars by locating an insurance
policy with no sunset date. This single
document justified the cost of the records

management program.

* A school district could not locare full
documentation of contract ncgomnons
for construction work, and was at a serious

' dmdwnmgewhen mlvmg dnspuu:s vmb
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Solutions

In a democracy, it is not an option to be
careless with government records. As the citizens’
record of government decisions and actions,
government records are the basis of accountable,
democratic government,

In our survey, the majority of local
government officials responded that storage was
their biggest problem. However, storage problems
cannot be solved until Retention and Disposal
Schedules and education programs are addressed.
The Associarion of Records Managers and
Administrators, Internarional (ARMA) states that
as a general rule, agencies will benefit from new
Retention and Disposal Schedules as follows: 30
percent of records in an office will be identified
for retention in the active office space, 30 percent
of the records will be identified for low-cost off-
site storage, and the remaining 40 percent will be
authorized for destruction.

Quality Retention and Disposal Schedules
are the foundation of every records management
program because all other activities are based
upon the requirements defined by the schedules.
Therefore, the top priority must be the
development of schedules for use by local
governments.

Educarion is also a top priority, especially
considering the number of local government
officials with records management responsibilities
and their turnover rates. Government officials
need information about records management laws
and requirements, and about best pracrices for
implementing these requirements. Implementation
could include the reorganization of filing systems,
record reproduction, and other activities.
Government officials want to ensure that
their records are assets that facilitate the
effecriveness and efficiency of their agencies.

The volume of records created and
maintained by local governments is not going
away. Improving Retention and Disposal
Schedules and education programs will
accomplish a lot, but we need to allocate new
funding to local governments for record storage
and for the preservation of those records that

have archival value.

Solutions: Retention and
Disposal Schedules

The Michigan Historical Commission Act
(MCL 399.5) provides that all government
records, state and local, must be listed on an
approved Retention and Disposal Schedule that
identifies how long the records will be kept, when
they mayv be destroyed. and when certain records
can be sent to the State Archives of Michigan for
permanent preservation. All Retention and
Disposal Schedules must be formally approved by
the Michigan Historical Center and the State
Administrative Board. Retention periods listed on
approved Retention and Disposal Schedules have
the force of law. There are two tvpes of schedules
that local government agencies may use:

*  General schedules cover records thar are
common to a particular type of local
government agency, such as a councy derk or
a school district. General schedules may not
address every record that a particular agency
has in its possession. General schedules do not
mandate that any of the records listed on the
schedule be creared. However, if a record is
created in the normal course of business, the
schedule establishes a retention period for it.

* Any record that is not covered by a general
schedule must be listed on an agency-specific
schedule. These schedules cover records that
are unique to a particular local government
agency. Agency-specific schedules always
supersede general schedules. Agency-specitic
schedules only address the records of the
agency named on the schedule. They may

not }\P veed by anathar aoenmr

The Michigan Freedom of Information
Act (FOIA) (Public Act 442 of 1976,
as amended) defines public records

as recorded information “prepared.
owned, used, in the possession of, or
retained by a public body in the
performance of an official function,

from the time it is created.”
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Developing quality Retention and Disposal
Schedules is a collaborative process that requires
dedicared personnel with records management
experience working closely with equally dedicated
volunrteers who create and use the records on
a daily basis. Much work needs to be
accomplished before Michigan has all of the
quality general schedules that local government
otticials need.

Of the approximately 30 county-level agencies
that exist. enly nine have approved general
schedules available for use. Of these nine general
schedules, six are more than 10 vears old. A
schedule that was developed in the 1960s bears
little resemblance to current records. As a result,
90 percent of county-level agencies must use
agency-specific schedules to address their record
retention needs. Agency-specific schedules are
not an effective solution to this problem. They
generally do not comprehensively address record
retention requirements and they can lead to
inconsistent practices. Moreover, having multiple
local government agencies prepare agency-specific
schedules for the same types of records is not an
effective use of state or local resources.

More than 47 percent of the respondents to
our survey indicated that if they need to purge
records that are not listed on a Retention and
Disposal Schedule, they simply save the records
instead of submitting an agency-specific schedule
to address the problem. They are needlessly
spending resources on storage. More chan 19
percent indicated that they associate the
unscheduled records with another category on
their schedule o “authorize” the records’
destruction. Almost 5 percent of the respondents
admitted that they destroy the records anyway.
Since, as was stated above, it is illegal to destroy
records without the authorization of an approved
Retention and Disposal Schedule, this means that
many local governments have a potential legal
problem. If more quality general retention
schedules were created and approved for use by
local governments, most local government
agencies would not need agency-specific schedules.

Approximately 30 county-level service areas,
20 municipal service areas, and 10 township
service areas need general schedules. A

professional records analyst, whose primary
responsibility was 1o develop general schedules for
local government, could produce approximately
six new schedules per year. In addition, if more
resources were available. Records Management
Services could train interested local government
officials and professional associations on
techniques for developing quality schedules.

Solutions: Awareness and
Education

Training is an area where state and local
partnerships can be the most effective. Since
the potential audience for training programs is so
large, it is not practical to expect one group 1o
deliver everything that is needed. Nevertheless,
the messages from training programs must be
consistent. Many groups and individuals have
expressed an interest in working with the state to
develop and deliver training programs. If these
programs are successful, they will probably grow.

~ People learn in different ways. Some people
respond better to one-hour presentations, while
others need a full-day workshop. Some people
will read e-mail newsletters. while others prefer
paper. Some people will research the answers o
their questions by searching Web sites, while
others do not have easy Internet access. Some
government agencies have funds available for
travel and training, while others will only send
employees to free events within their local area.
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Training 1s not a one-time acuvity. Some
‘Training is not a one-time activity. Some
education programs may address a broad range
of introductory topics. while others may focus on
a specific advanced issue. This is especially true
in the 2150 century because compurers and tech-
nology are changing the ways that records are
created, used, stored and managed. Training
needs to be continuous, and it needs to provide
progression from basic topics to advanced topics.

According to the Michigan Municipal League,
the annual turnover rate for municipal clerks is
approximately 10 percent. According to the
Michigan Townships Association, the turnover
rate for township clerks is at least 12 percent with
every four-year term. These turnover rates
demonstrate that there will always be a need for
introductory training to educate new local
government employees and officials. We cannot
improve the management of local government
records without addressing these issues.

Within each government agency, there are
multiple layers of staff. Not all of these employees
will have access to formal training. As a result, a
hybrid education plan containing a variety of
tactics is necessary to reach the widest audience.
The Local Records Task Force recommends that:

* Presentations be delivered at the annual
meetings of approximately 24 local government
associations each vear.

+ Six workshops be held in regions throughout
the state each year.

* Two train-the-trainer workshops be held
annually for those interested in training
local government officials about records
management.

* Professional records managers visit every
county ar least once every three years to train
county, city, village and township officials in
that county.

* Records Management Services publishes
manuals and guides online.

* Records Management Services provides articles
for the newsletters of the various local
QOVErnment associations.

*  Records Management Services standardizes
training tools so they can be used by muldple

groups.

Currently, Records Management Services
has the capacity to deliver presentations about
introductory issues to approximately six
associations each year, if these associations
reimburse travel expenses. It does not conduct
workshops or visit counties. In addition, it
currently does not provide articles for the
newsletters of the various associations. Yet, 85
percent of the respondents to our survey indicated
that they are interested in receiving training. The
same percentage responded that they bave funding
for training. However, the current level of staffing
at Records Management Services is not sufficient
to meet the volume of travel and training required
to solve this problem.

Solutions: Record Storage
and Disposition

Storing and maintaining records is expensive.
For example, the office floor space that is
occupied by one cubic foot of records costs, on
average, $12 per year. In additon, filing '
equipment costs approximately $50 per cubic
foot. On top of those expenses are difficult-to-
quantify labor costs to maintain records. The
average records storage vendor charges a customer
approximately $7 per year to store a cubic foot of
records {this does not include destruction costs).
Agencies that are using the state of Michigan’s
master contract spend, on average. $174 to
convert one cubic foor of records to microfilm,
not including the microfilm storage costs, and
$366 to convert one cubic foot of records to a
digital image format, not including the cost of
data maintenance and migrartion over time.
Clearly, the decision to use microfilming or
document imaging technologies cannot be cost-
justified solely based upon storage issues. The
record retrieval needs of the agency must be
factored into the cost justification.

Private vendors are aggressively marketing
document imaging products to local governments
to solve their storage problems. However,
document imaging technology is not a good
solution for some records and can cause
significant problems if it is used inappropriately.
For example, records with long-term retention
requirements and a low frequency of access are
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Solutions: Preservation

Approximately 5 percent of the public records
that are created have permanent value. These
records may have permanent value because they
document the history of the local area: they may
be essential for protecting the legal rights of
citizens; or they may support the economic
stability of the locality. For example, land ritles
are retained permanently to support future
property transactions. Permanent records can be
voluminous, and local governments frequently do
not have sufficient resources to store and preserve
them.

The State Archives of Michigan is responsible
for identifying, preserving and providing access
to Michigan government records that possess
historical value. Records with historical value are
identified on Retention and Disposal Schedules.
Schedules either indicate thar historical records
must be retained permanently by the creating
agency or they authorize the transfer of historical
records to the State Archives after their adminis-
trative, fiscal and legal values have expired.

The State Archives takes custody of very few
local government records. Some of these records
are preserved physically within the State Archives’
state-of-the-art facility in Lansing. Approximately
34 percent of local government records possessed
by the State Archives have been transferred to
regional depositories around the state of
Michigan. Regional depositories are archival
facilities (generally university archives) that have
executed memorandums of agreement with the
State Archives. These agreements define the
responsibilities of both parties to ensure that the
local government records are preserved and
accessible to the public. The regional depository
at Western Michigan University responds to
approximately 1,000 requests annually o use
the almost 4,000 cubic feet of focal government
records that are deposited with its archives
program. The regional depositories currently
receive no compensation for assisting the State
Archives with the preservation and access of
these records.

History is at risk of disappearing. The
following options exist to address this problem:

Microfilm: Permanent records could be
microfilmed according to archival standards.
However, most local governments do not have
sufficient funding for microfilming projects.
The state of Michigan could administer a fund
{revenue source to be determined) that paid for
the microfilming of archival local government
records. 1f such a fund existed, the State
Archives would take custody of the silver
negative rolls, and both the State Archives and
the creating agency would receive diazo
duplicate rolls. The original paper could be
destroyed. The State Archives would produce
new diazo duplicate rolls for the creating
agency from the silver negative rolls if their
diazos were damaged.

Direct Depository: The local government
could transfer physical custody (but not legal
custody) of the permanent records to a
depository institution. A legal document,
called a depository agreement, would be
executed to define the terms and conditions
of the deposit, to ensure that the records are
preserved in a secure environment and remain
accessible to the public. The State Archives
could assist with the identification of suitable
deposirory institutions, such as local libraries
or historical societies, and the execution of the
depository agreements.

Regional Depository: The State Archives
could take legal custody of the historical
records, and then transfer physical custody to
one of its regional depositories. However,
the lack of compensation for the regional
depositortes makes many of them relucranr o
accept new records. If funding existed for the
regional depository program, it would be a
stronger alternative and more archives would
be willing to work in regions of the state that
are currently underserved.

State Archives Custody: For select historical
records with Jow volumes and high research
activity, such as naturalization records, the
State Archives could accept both legal and
physical custody. If local governments rely
upon the State Archives to take custody of
more records, additional storage facilities
would soon be needed.

Agency Custody: Some permanent records
are not suitable for the above scenarios. The
State Archives could develop a curriculum for
educating local governments about in-house



pue s205nosay [eanieN] Jo 1waunteda( ap o
$203 |¢ ‘uoneasasard pue Surwiyomniw 33e101s
PI0221 JUAWILIAA0S [£D0] 10] Pasn ag 01 (Inua
-A31 [e12udd J0U) puny SJapiodas e ul pade[d

ST 7¢ 924 STYI JO "POY ST IBYI 1USWNOOP AI2AI
10§ 22] JOST ¢ B 1D3[[0D SPI(] JO SIAPIOIAY
‘wesdoid 511 puny 031 a9) Bury e sasn

‘uediyorpy Jjo uonendod i jey-ouo AprEWw
-ixoxdde qum 21218 ® ‘pnossipy 1529 Jurry ‘7

*$IUSWIUIA0F [e0o] 01 11oddns [epuruy

pue sao1a1as d10w apraosd o3 uediydIpy

JO 2115 Y1 MO[[E P[NOM J2IUIT) [EILIOISTH
uediyorpy a3 o1 uoneudoxdde wanp vy
‘saafojdws pwn-[ny 1y81o spuny uoneudoidde
asp e ‘uedrgorpy uep adoad s1ow 1uansad
(7 Uia 21¥IS B SIOUI[[[ U] "SUOTIBIDOSSE 119113
PUE S1UDWIUIA08 [ED0] 24135 oym saaio[dwa
awn-ny 1noj spunj uvoneudoidde 1anp

e ‘ueBupipy jo vonendod a1 Jiey uey s
am o1e3s B “eurjoleT) yinog uj “suoneudoidde
102IP PUE $39) DTAIIS JO UOTIBUIGUOD

e 1o ‘syonendordde 1a11p Aq papuny a1e
swersord oy yeyn papuodsal padoarns salels
a1 Jo om1-Awan | swoneudosddy wan( 11

"SPANEINIUL ONS PUN) 01 s4BM 2211 Sul{nuaps
‘papuodsar sareas ¢ pue sweidord 1usuafeuew
$PIOD2T TUSWIUIZA0S [ED0] T13Y1 INOQE $ITLIS 19410

PaA2AINS SIDIAIDG TUAWIFEURIA] SPI0ONY

‘BurSew 1uswnoop pue urwyoIdIw

auawdinbo Bury “eseds a8e1015 yuswaSrurw oy

SE YONS DDUEISISSE PUE $DTAIIS JO A1LIEA IPIM B

apraozd 01 pasn aq pinod spuny asay1 K[[enua10]

“SPUNJ PajedIPap MU Padu SIUAWLIIA0S

[ed0] *sanss) uonearasazd pue a8eios JpY

2AJ0S A[2ATIDRYJS O "SPIODT 112U O] SIN[IDRY

28es01s ayenbape sary Jou op 431 1Yl paredipul

AaaIns JuawuIaA03 B30} 21 01 stuspuodsas Ay Jo
1w2012d gy Aprewixordde aaap (eoo] 2 1y

-asyodsar pue ssaupasedard 1msesip
am saruaBe TUSWUIIA0S [E00] SUNSISSY  «

“SPI0OD2T JuawuIaA03 [820] Jo tonealasad
yim satronsodap feangae Jeuoidas Sunsissy .

suonesijdde Surdew
rendp pue Surwgolsnu 3uipnpul *udisap
wa1sds Suidasy-p103a1 1noqe Bunnsuony .

'SQQA’OId w2 IU:)LUU.IQAOﬁ
[BDOI .IOJ SUO!]BIUQSQld PUB SdOL(S}{.IOAA uo

SUOLIEIDOSSE 1UDWIUIAA0S [€D0] (M Jupulej .

"sansst yoweasasaxd pue 1uawafeuriu sp1033l
INOQE SIUAW U403 [D0] YIIm SUNEDIUNWWOD)  »

"sanbruypat yuawdopsap Jpapayds

Sunyoea1 £q sanpayps dyypads-{ouade pue

rerouaf jo 1uowdo[PAdp Y Yim SUOIRIDOSSE
pue sapuafe 1UdWUINA0S [ED0] Funsissy .

"SO[NPaYds [BI2US A

urerurew pue dojaasp 01 $231413G JUIWIBRUBIA

sp10>3y uodn £]as [[1a SUOTIEIDOSSE

‘SASED I2YI0 UT {EDIE JUIWUIGAOS [8D0] J12Y1

Joj sa[npayps re1dusld syl arepdn pue aredaid

[[i% uonerdossy sdiysumot UeSIydIy A a1

SUONBIDOSSE ‘SASED DUIOS U] “IUIWUILA0SF [ED0]

10§ S2[NPAYDS UONUIIAI [BIIUIET MU 21Lim O3
SUONIEBIDOSSE 1UDIUIA0S [820] 1M SuL2ULIR] W

130§ a[qisuodsay
2q pnom saddojdws asay ] A[EnuuE HOO‘0TES
&2rewnrxordde Sunsod ‘suonisod juawuiaacd [ecof
INOJ PA2U PINOM 11 SINSSI UOIIEDNPD PUE I[NPaLIS
[esodsi(] pue uonu1Yy ssAPpE A[PANDYD
01 suonnjos 1uAWRdU 01 212M SIATYDIY 21EIG 213
PuE $01A10G TUIWITEUBY SPI0IRY JI [2Ad] 21L1S
243 1y PAyLIUPT Usaq daey 1eyd swarqord ayy
BUtAJOS [PANDAYJD 10 IUDIDIYINS 10U 21T [9A3] [EDO]
PUE 2181 Y1 (PO 1T S[2A2] SUIPUTY 1U21IND)
.
31 INoYIM
pouaddey 2aey 10U Pnod A3y 108y ] 'SSAO0ONS
11 01 Apuedrjrudis panquiuod safoid asays jo
arnyey 2aneroqe|jod ay | ‘sdrgsiouned [ed0)/e1e3s
Buons jo anpea 2y arensny)r aded sty ur sarpnas
2583 2 [ Iudwadeurlw spiodar Yum dpy paau
SIDUISIP {002 £GG PUE ‘SIBE[[IA (CT 21D /7
sdiysumon gH7 [ So1IUN0d £g SURSIIIN

suondg Aupuny

"paarasaid pue padeurw
Apadord are sprooar 1uawuIaaod UESIYOIy eI
2IMSUD 03 PIP23U ST UONE[SISA 2a1suaya1diod maN
suawanmbar asay Sui[ymy 10§ saniiqisuoadsas
TUSIUUILA0F [EDO] PUE J1B1S SSAIPPE A[IUaIns
10U Op $ME] 2523 I240MOF] ‘s1uowannbal
uoneasdsard pur 1USIIAFRURUI SPIOIAI 12400

sme[ UEBIYDIA JO A121Iea B ApUDLITY)

uonejsifa]

“sonbruyom voneazasard



Survey; and $1 goes to the State Archives for
the preservation of local records. This fee
raises approximatelv $1.2 million annually for
local government records management
programs. Thar money is used to fund 26
full-time positions (22 records management
tield staff and four reference archivists), a
re-grant program that annually awards up ro
$400.000 in funds to an average of 65 Jocal
projects, a conservation laboratory that

provides treatment services for all local

government records in Missouri, a vault for e
environmentally controlled storage of security :

roll microfilm, travel expenses and supplies.

Michigan needs to investigate the creation of a

new filing fee or the re-direction of existing

local government fees for the purpose of

records management and preservation.

3. Service Fees: No state is relying solely
upon service fees to fund its local government
records management program. However,
several states, including Arizona, Florida

and Wisconsin, are using service fees to fund
education programs, microfilming projects
and records storage.

Michigan needs to expand starte and local
government partnerships to benefit local records
management and preservation activities. The
problems identified in this report have serious
consequences, and solving themn requires a direct
allocation of funding at both the state and local
government levels. Tt is time for Michigan to
carefully consider the options for caring for its
local government records. If we do not, we are
in danger of losing the records that are essential
to our democracy and our economy.
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4. Do you consider your inactive record storage facility/room to have adequate protection (security

system, disaster plan, temperature and humidity controls, and/or fire detection and protection)?

Response Percentage of Respondents
es 29.8%

No 58%

Do not have 5.2%

Do not know %

Toral Respondents
(skipped this question)

5. Do you have sufficient space to store inactive records?

Response Percentage of Respondents
Yes 48.8%

No 41%

Desperate need 6.8%

Do not know 3.4%

Total Respondents
(skipped this question)

Number of Respondents
149

290

26

35

500

1

Number of Respondents
244

205

34

17

500

i

6. If the state of Michigan (Records Management Services) administered a facility that complied
with best practices for records storage, would your department be willing to share in the cost of

using this facility?

Respbnsc Percentage of Respondents
Yes 8.6%
No 31.6%

Interested, no funds 59.8%
Total Respondents

(skipped this question)

Number of Respondents
43

158

299

500

1

7. Does your department have a disaster prevention and response plan that addresses records issues?

Response Percentage of Respondents
Yes 13%
No 67%
Do not know 20%

Total Respondents
(skipped this question)

8. Does your department convert any of its records to microfilm?

Response Percentage of Respondents
Yes 17.4%
No (skip question #11) 81%

Do not know (skip ques. #11)  1.6%

Total Respondents
(skipped this question)

Number of Respondents
65

335

100

500

1

Number of Respondents
87

405

3
500
1
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14. Do the Retention and Disposal Schedules (general and agency-specific) that are available to
vour department for use meet your needs?

Response Percentage of Respondents Number of Respondents
Yes 79.1% 370

No 20.9% 98

Total Respondents 468

{skipped this question) 33

15. What do you do if you need to purge some records that are not listed on a Retention and
Disposal Schedule?

Response Percentage of Respondents Number of Respondents
Destroy the records anvway 4.8% 24

Save the records 47.3% 236

Use a different category 19.6% 98

Amend the schedule 7.8% 39

Do not know 20.4% 102

Total Respondents 499

9

(skipped this question) 2

16. Would employees of your department be interested in attending training on the following
topics (please check all that apply):

Response Percentage of Respondents Number of Respondents
Basic Records Management 76.1% ' 370
Designing Filing Svstems 39.7% 193
E-mail Management 29.2% 142
Microfilming 17.3% 84
Document Imaging 39.9% 194
Electronic Records Mgmt 47.5% 231
Disaster Preparedness 46.7% 227
Forms Management 29.6% 144
Viral Records 35.8% 174
Elections Records Mgmt 49.2% 239
Record Preservation 43.2% 210
None of the above 11.9% 58
Total Respondents 486
{skipped this question) 15

17. Does your department provide funding for training (travel/registration)?

Response Percentage of Respondents Number of Respondents
Yes 34.6% 423

No 15.4% 77

Tortal Respondents 500

(skipped this question) 1
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PRINTED BY AUTHORITY OF: PA 63 2001

ToTtar NUMBER OF Coptes PRINTED: 1,000

ToTal CosT: $1763.93  Cost Per Cory: $1.76

NO STATE FUNDs WERE USED TQ PRINT THIS PUBLICATION,

For more information about this publication contact Records Management Services
at 517-335-9133, TDI): 517-373-1592 or the Michigan Relay Center:
1-800-649-3777 or email librarian@michigan.gov

wivw.michigan.govihal

This publication is available in an alternate format: Braille or audio cassete,

Please call 517-373-5614 for more information.

The Michigan Historical Center is part of the Department of History, Arts and Libraries.
Dedicated to enriching quality of life and strengthening the economy by providing access 1o
information, preserving and promoting Michigan's heritage, and fostering cultural creativity, the
department also includes the Mackinac Island State Park Commission, the Michigan Council
for Arts and Culrural Affairs, the Michigan Film Office and the Library of Michigan.
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